Development Calendar Administration
How to Register to enter Courses on the Development Calendar

To get a login for the Development Calendar, email mbretag@swin.edu.au with the
following information.

I would like to request access to the Development Calendar to upload
sessions.

Name: [enter name]

Opax Number: [opax humber]

Department: [department]

Manager Name: [manager name]

You can list more than one person you would like to have access in the one email.

We will contact your manager for final approval that you can upload courses for your
department.

Entering Course on the Development Calendar
There are two methods of entering training sessions in the Development Calendar.
1. Upload a spreadsheet listing the training sessions to the Development
Calendar system.
2. Login and enter the session information directly into the Development
Calendar form.

Upload Process

Management units will now be able to upload training opportunities to a Development
Calender. The upload process will be available one month before the beginning of
each quarter.

Upload Dates:

= December upload for the first quarter - January to March.

= March upload for the second quarter - April to June.

= June upload for the third quarter - July to September.

= September upload for the forth quarter — October to December.

This quarterly upload will enable HR to set up any courses that require EWSS
registration and approvals.

Non EWSS registration and approval courses may be added in or edited at any time.
Using the import tool

You will need your 7 digit opax number (on your staff ID card) and your SIMS
password (the password you use to log in to your computer)
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Development Calendar Import Tool
Select file to import (must be .csv)
Uplad |

Need Help Importing a File?
Download the template file

+ Go to Development Calendar A dmin
» Go to Development Calendar Website

For first time users of the import tool, select download the template file
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Development Calendar Import Tool

Select file to import (must be .csv)

Browse
Upload

File Download i x|

Do you want to apen or save this file?

@ MName: import_template. s ———
Type: Microsoft Excel Workshest, 46,0KB
Need Help Importing a File? From: v swinburme.sdu.au
Download the template file Open Save | Cancel I
« Go to Development Calendar Admin I¥ Always sk befors opering this typs of fils

+ Go to Development Calendar Website

[y Wi fles from the Infeme can be useful, some files can poleniialy
W) ham you computer. I ou do ot st the sourcs, 40 ol open or
save this file. What’s the risk?

A file download prompt will appear, prompting you to open or save the file. Select
Open

Links
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Development Calendar Import Tool
Select file to import (must be .csv)
uploas |

Need Help Importing a File?

Microsoft Excel llil
Download the template file “hitp: ffvwvw. swinburne. du.

orporatefht development adminfimport fimpor
t_template. xIs' contains macros.

+ Go to Development Calendar & drmin
+ Go to Development Calendar Website

Macros may contain viruses. It is usually safs b disable macros, but F the
macros are legitimate, you might: lose some functionality,

" Bicable Macros | Enable Macros More Info

A Microsoft prompt will appear, prompting you to Disable or Enable Macros. Select
Enable Macros
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Development Calendar Import Template
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COURSE INFORMATION

Date of Session” Course MName " Start time (24:00)" End Time (24:00)" Venue “Campus " Target Group Learning

< Right Click here to insert 8 new course

TIPS

“Roflover coluran headings for more information, and view the Exarmple tab to see a completed sheet

*Use ALT+Enter if you need a line break in the text for Target Group, Leaming Objectives, Course Content and Organisation

“Right Click on & row nurmber and choose [nsert for & new one

*if the cowrse needs to be added to EWES then this information CANNOT be changed at = Ister time so please ensure the details are corect
"I not an EWSS cowrse, further editing can be done on the webpage after the import if needed

TO IMPORT SAVE AS COMMA DELIMITED CSV:
Save as C5Y (Ctrl-M)

AND GO TO:
htt: i, swinburne edu. aufcorporatehr/development/adminfimport

THIS SITE IS PASSWORD PROTECTED:
USERNAME: 7 DIGIT OPAR NUMBER ey 3234567 (see your staff card)
PASSWORD: SIMS PASSWORD (ie same as logging into your PC)

il == == === === —

The excel template will open.

Enter all of the detail of each training session on a new line. Hover over each column
title for content guidance.

Ensure you indicate how to register for the training session by either entering an
email address or typing EWSS.
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2
| 3 |COURSE INFORMATION
| 4 |Date of Session” Course Name T Start time (ZA:UU)‘ End Time (ZA:UU)‘\/enue ‘Campus ‘Target Group Learning
| 5 |  28-Mow-2008 HR Test Course Hawthorn
| B |< Right Click heve to insert a new course
7 T 21
| 8 TIPS 21|
| 9 |*Rollover colurn headings formore Saven:  [(B} pesieop ol e - 8 X O - Tek-
| 10 |"Use ALT+Enter if you need a line J53 iy Documents
| 11 |*Right Click on = row mimber and ¢ 5 9 My Computer
| 12 |™IF the course needs to be added o W Bty Nekwork Places pct
| 13 |*If nat an EWSS cowse, further sc History =
14
| 15 |TO IMPORT SAVE AS COMMA D £3
16
o Ty Dy I
17|  Save as BV (Ctrlh) WV Documents
kel
|13 |AND GO TO:
| 20 | http: /i, swinburne. edu. aulcorpo
2
| 22 |THIS SITE IS PASSWORD PROT
| 23 [USERMNAME: 7 DIGIT OPAR NUME
| 24 [PASSWORD: SIMS PASEWORD Faworites
E .
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a7 - File name: — [1an_Marts Trainingcsv =l Save I
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Once complete select Save as CSV
import_template.xls - Windows Internet Explorer
hd tbp: ffwnw . swinburne. edu. aufcorpor ate/hr/development fadmin/import fimport_template.xds j x| K| =
Back to Development Calendar Import Tool (Alt+Left)
File Edt View Insert Format  Took Data GoTo  Favorites  Help
Links
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Development Calendar Import Template

COURSE INFORMATION

Date of Session” Course MName " Start time (24:00)" End Time (24:00)" Venue “Campus " Target Group Learning

< Right Click here to insert 8 new course

TIPS

“Roflover coluran headings for more information, and view the Exarmple tab to see a completed sheet

*Use ALT+Enter if you need a line break in the text for Target Group, Leaming Objectives, Course Content and Organisation
“Right Click on & row nurmber and choose [nsert for & new one

Once saved navigate back to the development calendar using the back arrow in the
top left hand corner.
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Development Calendar Import Tool
Select file to import (must be .csv)

Need Help Importing a File?

Download the template file

+ Go to Development Calendar A dmin
» Go to Development Calendar Website

Upload the CSV file you just saved by clicking Browse
Navigate to the file location and click on the CSV file.
Once the file has been selected click Upload

/2 Development Calendar Import Teol - Windows Internet Explorer
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File Edt Wiew Faworites Tooks Help
Links
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Development Calendar Import Tool
File Uploaded Successfully
Import summary:

+ Courses Added: 1

» Dates Added: 1

+ Ezisting Courses Updated: 0

o Existing Dates Already Found: 0
+ Errors Found and Mot Added: 0

+ Import Another File
» Go to Development Calendar Admin
+ Go to Development Calendar Website

File upload successfully should appear along with a summary of the training sessions

uploaded. To view your courses in the Calendar select Go to Development Calendar
Website. Your training courses will be displayed.

Courses requiring registration via EWSS are still being set up in Alesco manually at
this time. These courses will be displayed on the calendar however there will be a
short delay before individuals will be able to register for the session via EWSS.

Entering a Training Course using the Development Calendar Form

Adding, Editing or Deleting a Training course
(Outside of the quarterly upload process)

Only Non EWSS courses can be added or edited outside of the quarterly upload
process.
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Development Calendar Import Tool
Select file to import (must be .csv)
uplond |

Need Help Importing a File?
Download the template file

o Go to Development Calendar Admin
* Go to Development Calendar Website

Select Go to Development Calender Admin
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[+ Course Selection

Create New Create Nata: Courses created from the web interface cannot be added to EWSS and can only be opened as read-only
Open Existing HR Test Course = Open Copy to Mew Delete Shaw/Hide Import CSV

Go to Development Websile

You may open, edit and delete any of your non EWSS courses by simply selecting
the course you wish to edit and clicking open.

You may create a new Non EWSS course by clicking the Create button and typing in
the detalils.

Who to Contact for Assistance
Should you need assistance please contact:

Matt Bretag - Web and Applications Development Tel: 9214 8594



